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In the event that any addenda to this RFP are issued, a minimum public posting of 7 days will be 
adhered to, and could result in a revised Due Date.  Addendum information will be available at the 
County’s website Purchasing Department (wincoil.gov) and we strongly suggest that you check a 
minimum 48 hours in advance of the RFP Due Date. 

 
QUESTIONS AND INQUIRES 
Questions or inquiries regarding this RFP shall be submitted, in writing, no later than 2:00 PM on 
December 5, 2023.  All communications, including questions, must be directed to the Winnebago 
County Purchasing Department, at purchasing@purchasing.wincoil.gov  Provide company name, 
address, phone number, email, and contact person when submitting questions or inquires. 
Individual responses to questions will not be provided.  NOTE:  If any questions, inquires or 
responses require revision to this RFP as originally published, such revisions will be by formal 
addendum only. 

DEFINITIONS 
As used throughout this RFP, the following definitions shall apply: 

Addendum: A written revision to solicitation document issued to Proposers 
ADP:  Average Daily Population 
Agreement:  Refers to executed contract between County and Contracting Entity 
Board:  Winnebago County Board 
Contact Person: Director of Purchasing is the designated contact person 
County:  The County of Winnebago, Illinois 
Company: Individuals or firms that are responsible for the performance of services under a 
contract awarded by the County 
Contract: Terms and conditions that substantially conform to this RFP’s Program 
Requirements/Specifications/General Terms and Conditions that will be finalized through 
negotiation and executed by the selected Proposer and the County 
Detainee:  Juvenile person being detained at Winnebago County Juvenile Detention Center 
Inmate:  Adult person being detained at Winnebago County Jail 
Jail:  Winnebago County Sheriff’s Corrections Facility 
Purchasing:  Winnebago County Purchasing Department 
Proposers: Vendors, Proposers, Contractors, businesses, organizations, or firms that submit 
proposals in response to this RFP 
RFP: Request for Proposal 
Subcontractor: An individual, firm, corporation, or any combination thereof, having a direct 
contract with Proposer for the performance of a part of the work/service 
Value Added:  Optional services offered by Proposer that the County might consider 
WCSO: Winnebago County Sheriff’s Office 
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arrangement, regardless if the compensation is monetary or otherwise, shall be grounds for rejection of Proposer’s proposal and 
shall eliminate Proposer as a prospective Proposer. Any Agreement awarded as a result of this RFP where it is subsequently revealed 
the successful Proposer did not provide notice of an Agreement to compensate a third party for their assistance in securing the 
Agreement, shall be grounds for termination of the Agreement. 

CERTIFICATION REGARDING DEBARMENT, SUSPENSION, INELIGIBILITY, VOLUNTARY EXCLUSION 
The Proposer certifies, by submission of this proposal or acceptance of a contract, that neither it nor its principals is presently 
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by 
any Federal department or agency.  It further agrees by submitting this proposal that it will include this clause without modification 
in all lower tier transactions, solicitations, proposals, contracts, and subcontracts. Where the Bidder/Proposer/Contractor or any 
lower tier participant is unable to certify to this statement, it shall attach an explanation to this solicitation/proposal. 

COMMUNICATIONS: To create a more competitive and unbiased procurement process, the County has a single point of contact 
throughout the process. From the issue date of this RFP, until a Successful Proposer is selected, all requests for clarification or 
contacts with County personnel concerning this RFP or the evaluation process must be solely with the Purchasing Department.  

A violation of this provision is cause for the County to reject the Proposer’s submitted Proposal. If it is later discovered that a 
violation has occurred, the County may reject any Proposal or terminate any contract awarded pursuant to this RFP. No contact 
regarding this solicitation with County employees is permitted.  

COMPLIANCE WITH LAWS 
All services, work, and materials that in any manner affect the production, sale, or payment for the product or service contained 
herein must comply with all Federal, State, County and Municipal laws, statutes, regulations, codes, ordinances, and executive 
orders in effect now or later and whether or not they appear in this document, including those specifically referenced herein.  The 
successful Bidder/Proposer must be authorized to do business in the State of Illinois, and must be able to produce a Certificate of 
Good Standing with the State of Illinois upon request. The Proposer/Contractor must obtain all licenses, certificates and other 
authorizations required in connection with the performance of its obligations hereunder, and Proposer/Contractor must require 
any and all subcontractors to do so.  Failure to do so is an event of disqualification and/or default and may result in the denial of 
this bid and/or termination of this Agreement. 
In the event Federal or State funds are being used to fund this contract, additional certifications, attached as addenda, will be 
required.  Lack of knowledge on the part of the Proposer will in no way be cause for release of this obligation.  If the County becomes 
aware of violation of any laws on the part of the Proposer, it reserves the right to reject any bid, cancel any contract and pursue any 
other legal remedies deemed necessary. 

CONFIDENTIALITY AND PUBLIC DISCLOSURE 
The successful Proposer shall treat all information obtained from County, which is not generally available to the public, as 
confidential and/or proprietary to County. Proposer shall exercise all reasonable precautions to prevent any information derived 
from such sources from being disclosed to any other person. 

By submission of a proposal, Proposer acknowledges and agrees that County is subject to State and local public disclosure laws and, 
as such, is legally obligated to disclose any public documents, including proposals, to the extent required thereunder. Without 
limiting the foregoing sentence, County’s legal obligations shall not be limited or expanded in any way by a Proposer’s assertion of 
confidentiality and/or proprietary data. 
Proposer’s proprietary and/or confidential information included in Proposer’s response to this RFP must be clearly marked and 
identified as such. If such proprietary and/or confidential information is a trade secret(s), such trade secret(s) will be subject to 
disclosure if required by applicable Illinois public disclosure and open records laws. Proposer shall not intentionally mark any portion 
of its proposal as “proprietary” or “confidential” that it does not have a good faith belief to be proprietary or confidential or in any 
other way to attempt to prohibit compliance with public record disclosure requirements. Should Proposer’s information, which is 
marked as proprietary or confidential, be requested as part of a public information act request, County may notify Proposer in 
writing before such information is released as required by the applicable act or law. Proposer agrees, at its expense, to defend and 
hold harmless County from claims involving infringement of any intellectual property. 

DELIVERIES 
All equipment and/or supplies shipped to Winnebago County must be shipped F.O.B. designated location. Prices, rebates, or fees 
offered must be all-inclusive with no additional charges or costs allowed. 

DEVIATIONS, EXCEPTIONS OR ALTERNATES 
Deviations, exceptions or alternates from terms, conditions, or specifications shall be described fully, and attached to the Request 
for Proposal.  In the absence of such statement, the Proposal shall be accepted as in strict compliance with all terms, conditions, 
and specifications and the Proposer shall be held liable.  Proposers are cautioned to avoid making deviations and exceptions to the 
specifications, which may result in rejection of their proposal.  If deviations, exceptions, or alternates are submitted, it is the 
Winnebago County Director of Purchasing’s sole and final decision whether specifications have been met and will be considered for 
award. 



ELECTED COUNTY OFFICIALS  
Decisions and determinations are subject to the review and approval of Elected County Officials as provided by State law. 

ERRORS OR OMISSIONS  
Proposers will not be allowed to take advantage of any errors or omissions in the RFP Specifications. Where errors or omissions 
appear in the specifications, the respondent shall promptly notify the County in writing of such error or omission it discovers. Any 
significant errors, omissions, or inconsistencies in the specifications are to be reported no later than ten days before time for the 
proposal response is to be submitted. 

FREEDOM OF INFORMATION 
Any responses and supporting documents submitted in response to a proposal will be subject to disclosure under the Illinois 
Freedom of Information Act.  The County will assume that all information provided in a proposal is open to inspection or copying 
by the public unless clearly marked with the appropriate exception that applies under the Freedom of Information Act.  Additionally, 
if providing documents that you believe fall under an exception to the Freedom of Information Act, please submit both an un-
redacted copy along with a redacted copy, which has all portions, redacted that you deem to fall under a Freedom of Information 
Act exception. 

LICENSES, PERMITS AND TAXES 
Proposer shall be responsible for all costs associated with obtaining all licenses, permits and taxes required to operate in the State 
of Illinois. In addition, Proposer shall comply with all Federal, State, and local codes, laws, ordinances, regulations, and other 
requirements at no cost to County. Proposer agrees that it is entirely responsible for calculating, collecting, and remitting all fees 
and taxes (including sales tax, where applicable) on all services and items provided to inmates. 

INDEMNIFICATION 
Proposer shall defend, indemnify, and hold County and its affiliates, agents, employees, officers, directors, and successors harmless 
from any loss, cost, expenses, damages, or liability (including reasonable attorney’s fees and court costs) resulting from actions, 
causes of action or claims brought or threatened under the Agreement, for (a) any actual or alleged negligence or dishonesty of, or 
any actual or alleged act of omission by, Proposer or any of its employees, agents, or subcontractors; in providing the equipment 
and services hereunder, (b) the operation of Proposer’s business; (c) any breach by Proposer of its obligations hereunder; or (d) any 
alleged patent, copyright, or trademark infringement or unauthorized use of trade secrets or other proprietary rights in connection 
with commissary services, except where such claims, demands, or liabilities are due to the negligence of County, its agents, or 
employees. 

INDEMNITY 
The Bidder/Proposer shall, at all times, fully indemnify, hold harmless, and defend Winnebago County and their officers, agents, 
and employees from and against any and all claims and demands, actions, causes of action, and cost and fees of any character 
whatsoever made by anyone whomsoever on account of or in any way growing out of the performance of this contract by the 
Bidder/Proposer and its employees, or because of any act or omission, neglect or misconduct of the Bidder/Proposer, its employees 
and agents or its subcontractors including, but not limited to, any claims that may be made by the employees themselves for injuries 
to their person or property or otherwise, and any claims that may be made by the employees themselves or by the Illinois 
Department of Labor for the Bidders/Proposers violation of the Illinois Prevailing Wage Act (820 ILCS 130/1 et seq.). Such indemnity 
shall not be limited by reason of the enumeration of any insurance coverage or bond herein provided. Nothing contained herein 
shall be construed as prohibiting Winnebago County and their officers, agents, or its employees, from defending through the 
selection and use of their own agents, attorneys and experts, any claims, actions, or suits brought against them. The Bidder/Proposer 
shall likewise be liable for the cost, fees and expenses incurred in Winnebago County’s or the Bidders/Proposers defense of any 
such claims, actions, or suits. The Bidder/Proposer shall be responsible for any damages incurred as a result of its errors, omissions, 
or negligent acts and for any losses or costs to repair or remedy construction as a result of its errors, omissions, or negligent acts.  

INDEPENDENT CONTRACTOR 
The parties acknowledge that Proposer is an independent contractor. Nothing in this RFP is intended nor shall be construed to 
create an agency relationship, an employer/employee relationship, or a joint venture relationship among the parties. 

NON-COLLUSION 
The Proposer, by its officers, agents or representatives present at the time of filing this RFP, say that neither they nor any of them, 
have in any way directly or indirectly, entered into any arrangement or agreement with any other Proposers, or with any public 
officer of the County of Winnebago, Illinois, whereby, the Proposer has not paid or is to pay to such Proposer or public officer any 
sum of money, anything of value or has not directly or indirectly entered into any arrangement or agreement with any other bidder 
or bidders.  Whereby, no inducement of any form or character other than that which appears upon the face of the RFP will be 
suggested, offered, paid, or delivered to any person whomsoever to influence the acceptance of the said RFP or understanding of 
any kind whatsoever, with any person whomsoever to pay, deliver to, or share with any other person in any way or manner, any of 
the proceeds on the Contract Agreement sought by this RFP.  

NON-DISCRIMINATION OF EMPLOYMENT 
Proposal must indicate that Proposer will recruit, select, train, promote, transfer, and release its staff without regard to race, color, 



religion, national origin, handicap, age, or gender (except where age or gender is a bona fide occupational qualification). Further, 
Proposer shall administer its other staff policies such as compensation, benefits, layoffs, return from layoffs, work sponsored 
training, education, and tuition assistance in compliance with the ADA, and all State and Federal laws relating to non-discrimination 
in employment. In connection with the performance of work under this contract, the Contractor agrees not to discriminate against 
any employee or applicant for employment because of age, race, religion, color, handicap, sex, physical condition, developmental 
disability, sexual orientation, or national origin.  This provision shall include, but not be limited to, the following: employment, 
upgrading, demotion or transfer, recruitment or recruitment of compensation, and selection for training, including apprenticeship.  
Except with respect to sexual orientation, the Contractor further agrees to take affirmative action to ensure Equal Employment 
Opportunities.  The Contractor agrees to post in conspicuous places, available for employees and applicants for employment, notices 
to be provided by the contracting officer setting forth the provisions of the Non-Discrimination Clause. 

PREVAILING WAGE  
All bidders/proposers, where applicable, must bid prevailing wages. Not less than the prevailing rate of wages, as determined by 
Winnebago County or the Illinois Department of Labor, shall be paid to all laborers, workers and mechanics performing work under 
this contract. State Statutes regarding Prevailing Wage, and the current wage rates, are available online at Forms & Related 
Documents (wincoil.gov). 

PROMPT PAYMENT ACT 
All payments are subject to the Local Governmental Prompt Payment Act. 

PROPOSER EMPLOYEES, SUBCONTRACTOR AND OTHER AGENTS 
Proposer shall state its intention to use subcontractors to perform any portion of the work sought by this RFP. For each such 
subcontractor, provide the name and address of the subcontractor and a description of the work the named subcontractor will 
provide.  See Appendix J Bidder’s Subcontractor Form. 

RESERVATION OF RIGHTS 
The County reserves the right to reject any or all proposals failing to meet the County specifications or requirements and to waive 
technicalities.  If, in the County’s opinion, the lowest proposal is not the most responsible proposal, considering value received for 
monies expended, the right is reserved to make awards as determined solely by the judgment of the County.  In determining the 
lowest responsible Proposer, the County shall take into consideration the qualities of the articles supplied or the service, with the 
specifications, and their suitability to the requirements of the County and the delivery terms.  Intangible factors, such as the 
Proposer’s reputation and past performance, will also be weighed. The Proposer’s failure to meet the mandatory requirements of 
the RFP will result in the disqualification of the proposal from further consideration. 
The County reserves the right to award more than one Proposer based on this RFP. The County further reserves the right to reject 
all proposals and obtain goods or services through intergovernmental or cooperative agreements, or to issue a new and/or revised 
RFP.   

RESPONSE FORMAT REQUIREMENTS  
Proposers must completely respond to all requests for information and forms contained in this RFP to be considered for an award. 
Brochures and advertisements will be considered an incomplete reply to requests for information.  

TAXES NOT APPLICABLE 
The County of Winnebago, as a Governmental Unit, pays neither Federal Excise Tax nor Illinois Retailers Occupational Tax, and 
therefore, those taxes should be excluded. Tax Exempt Number is E9992-3963-07. 

TERMINATION, CANCELLATION AND DAMAGES 
The County may terminate based on the Contractor’s breach or default. Unless the breach or default creates an emergency, as 
determined at the County’s sole discretion, the Proposer shall be given notice and an opportunity to cure before the termination 
becomes effective. 
If the County terminates this Contract because of the Proposer’s breach or default, the County shall have the right to purchase items 
or services elsewhere and to charge the Proposer with any additional cost incurred, including but not limited to the cost of cover 
incidental and consequential damages and the cost of re-bidding. The County may offset these additional costs against any sums 
otherwise due to the Proposer under this bid/proposal or any unrelated contract. 
In the event Proposer fails to perform any terms or conditions of the Agreement, County may consider Proposer in default of the 
Agreement and supply Proposer written notice of such default. In the event said default is not remedied to the satisfaction and 
approval of County, within the County’s specified number of calendar days, after receipt of such notice, County may terminate the 
Agreement. Upon termination, Proposer shall work with the succeeding commissary service and kiosk provider to ensure a 
continuity in service. 

County may terminate the Agreement at any time, in whole or in part based upon the services offered, without penalty, upon 
Proposer’s receipt of 60 days written notice. Upon termination, Proposer shall work with the succeeding commissary service 
provider to ensure a continuity in service. 

For any reason, should Proposer be unable to satisfy the requirements contained in the Agreement, County may, in its sole 
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discretion, call the Fidelity Bond due, in part or in full, for non-performance and/or as liquidated damages. 

If the Winnebago County fails to appropriate funds to enable continued payment of a multi-year contract the County may cancel, 
without termination charges provided Proposer received at least thirty (30) days prior written notice of termination. 
Winnebago County may terminate any contract or agreement resulting from this RFP at any time for any reason by giving at least 
thirty (30) days’ notice in writing to awarded Proposer. If the contract is terminated by the County as provided herein, the Proposer 
will be paid a fair payment as negotiated with the County for the work or services completed as of the date of termination. 
The County of Winnebago reserves the right to cancel any contract in whole or in part without penalty due to failure of the Proposer 
to comply with terms, conditions, and specifications of this contract. 

CONFLICT RESOLUTION 

APPEAL PROCESS  
Any actual or prospective Proposer or Proposer may appeal a decision of the Director of Purchasing regarding bid protests or 
contract claims to the County Board Chairman. The Director of Purchasing’s decision shall be final and conclusive unless, within five 
business days from the date of receipt of the decision the County Board Chairman receives a written appeal regarding the Director 
of Purchasing’s decision. The County Board Chairman shall, in writing, render a decision within ten business days. The decision of 
the County Board Chairman is final. 

AUTHORITY TO SETTLE BID PROTESTS AND CONTRACT CLAIMS 
The Director of Purchasing, after consultation with the State’s Attorney, is authorized to settle any procedural protest regarding the 
solicitation or award of a County contract prior to an appeal to the County Board, or any committee thereof. The Director of 
Purchasing, after consulting with the State’s Attorney, is authorized to make recommendations on the settlement of any monetary 
claim to the appropriate Committee of the County Board for their consideration. If the protest or claim is not resolved by a mutual 
agreement, the Director of Purchasing shall promptly issue a decision in writing, and it shall be immediately mailed or otherwise 
furnished to the Proposer. The decision shall state the reasons for the decision reached, and shall inform the Proposer of its appeal 
rights.  The Director of Purchasing’s decision shall be final and conclusive unless, within five (5) business days from the date of 
receipt of the decision, the County Board Chairman receives a written appeal from the Proposer.  If the Director of Purchasing does 
not issue a written decision regarding any protest or claim within ten (10) business days after written request for a final decision, 
or within such longer period as may be agreed upon between the parties, then the aggrieved party may proceed as if an adverse 
decision had been received. 

CONTRACT CLAIMS 
All claims by a Proposer against the County relating to a contract, except bid protests, shall be submitted in writing to the Director 
of Purchasing. The Proposer may request a conference with the Director of Purchasing on the claim. Claims include, without 
limitation, disputes arising under a contract, and those based upon breach of contract, mistake, misrepresentation, or other cause 
for contract modification or rescission. 

DISCREPANCY BETWEEN PROPOSAL AND AGREEMENT 
Discrepancies among the following documents shall be resolved in the following order, with higher-ranking documents taking 
precedence over the lower (shown higher to lower). 

• Negotiated Agreement and any amendments or addenda; 
• RFP and any amendments or addenda; 
• Proposer’s response to this RFP. 

GOVERNING LAW 
The laws of the State of Illinois shall apply in all disputes arising out of this RFP and/or any resulting agreement.  

NEGOTIATIONS & CLARIFICATIONS 
County reserves the right to conduct negotiations from any proposal(s) received or to award an Agreement without negotiations. If 
such negotiations are conducted, the following conditions apply: 

1. Negotiations will only be conducted with selected Proposer(s) after evaluation of all proposals. 
2. Any Proposer’s proposal may be subject to negotiation, clarifications and/or revisions. 
3. Proposer may be required to submit additional data and/or clarification. 
4. Any changes agreed upon during negotiations or clarifications may become part of the Agreement. 

If County is unable to come to terms with the selected Proposer, discussions shall be terminated and negotiations will begin with 
the next highest weighted Proposer(s). 

PROTESTS 
Any actual or prospective Bidder or Proposer who is aggrieved in connection with this solicitation or award of a contract may protest 
to the Director of Purchasing.  Any protest must be submitted in writing within five (5) business days from the issuance of the 



solicitation, addendum, and notice of award or other decision by the Purchasing Department. In the event of a timely protest, the 
Director of Purchasing after consulting with the State's Attorney Offer shall determine whether it is in the best interests of the 
County to proceed with the solicitation or award of the contract. 

When a protest is sustained and the protesting Proposer should have been awarded the contract under the solicitation but is not, 
then the protesting Proposer shall be entitled only to the reasonable costs incurred in connection with the solicitation, including 
RFP preparation costs other than attorney’s fees. 
 

END OF GENERAL CONDITIONS 
 
  





will meet the goals, objectives and requirements set forth herein. 

Proposer shall disclose whether at any correctional agencies it serves within the past seven years, whether 
it has (a) had any employees investigated for, or suspected of, a matter involving a breach of security 
(information or physical) or (b) had any breach of security of customer data records or payments systems 
involving networks under its control.  If such a breach has occurred, a complete description of the event 
should be included in its Proposal. 

Each Proposer is encouraged to conduct all necessary investigations and review all available and relevant 
data and information, which are necessary in its judgment in order to assume this responsibility prior to the 
submittal of its Proposal.  Proposers are reminded of Winnebago County’s “No Contact during Procurement” 
policy and shall only contact the person designated by this RFP. 

All inmate information and all records gathered or stored on the proposed commissary software application 
or in the Inmate Banking System are the property of the WCSO and may not be accessed, used, released, or 
duplicated except as approved in writing by the WCSO in advance of any such release, access, duplication, 
etc. 

The Awarded Proposer will establish appropriate operating procedures to ensure the efficient, effective, 
and accountable functioning of the service being provided, and will strictly conform to the policies and 
procedures established by the WCSO. 

All costs associated with delivery and distribution of orders are the responsibility of the Proposer, including 
but not limited to, all local licenses, permits and fees.  

The Proposer’s staff must accept commissary delivered to the facility. Truck deliveries will be accepted from 
7:00 AM to 4:00 PM., Monday through Friday via the loading dock. No deliveries will be accepted on 
Saturdays, Sundays, or major holidays. Should a delivery fall on a holiday, the delivery shall be rescheduled 
for the following business day, with the delivery schedule for the remainder of the week postponed one 
day.  

Proposer shall be responsible for maintaining all inventory and shall be solely responsible for the purchase 
of all items. County will provide the onsite storage area to the Proposer at no cost.  However, the Proposer 
will be responsible for all needed shelving, tables, and office supplies (approximate size of office is 713 Sq. 
Ft).  County will provide the use of a pallet jack for the Proposers. 

RECORD KEEPING 
Proposer shall maintain all records on file from the date the record is made through the life of the 
Agreement. Upon written notice, Proposer shall provide County the opportunity to inspect, examine and 
audit Proposer’s business records, which are relevant to the financial arrangements set forth in RFP. 

IMPLEMENTATION PLAN 
Proposals should include an installation/implementation plan for the entire project (any or all: Commissary 
Services, Banking Services, Kitchen/Food Services, and/or Laundry Services).  

PREA COMPLIANCE 
The WCSO Jail complies with PREA, the Proposer will endeavor to comply with PREA, applicable PREA 
standards, and facilities policies related to PREA for preventing, detecting, monitoring, investigating, and 
eradicating any form of sexual abuse within the Facility.  The Proposer acknowledges that, in addition to 
self-monitoring, the facility may conduct announced or unannounced monitoring to include on site 
monitoring. 

 



DURATION OF AGREEMENT 
The County reserves the right to engage the selected Proposer(s) for an initial term of two (2) years, with 
the option to renew for additional periods; full length of contract is not to exceed five (5) years.  Renewal is 
at the sole discretion of the County, based on performance, negotiations of services, delivery, and costs for 
subsequent years. Once awarded, a resulting contract is not assignable by the selected Proposer in either 
whole or in part without prior written consent by Winnebago County Board.   

CONTRACT RENEWAL 
Pricing shall remain firm for the initial contract term. Exceptions are subject to negotiation between the 
selected Proposer and the County and will be considered or approved at the sole discretion of the County. 

A request to adjust pricing for a renewal term will be subject to negotiation between the selected Proposer 
and the County. Request must be submitted in writing to the County designated Contract Administrator and 
the Director of Purchasing no less than 120 days prior to the expiration of the current agreement term, 
consideration and approval will be at the sole discretion of the County.  

AGREEMENT OBLIGATIONS 
The services to be performed under the Agreement shall not be assigned, sublet, or transferred without 30 
days advance written notification to the County and then only upon Proposer’s receipt of the County’s 
written consent. Upon receipt of the County’s written consent, any such purchaser, assignee, successor, 
or delegate shall thereupon assume all rights and responsibilities of Proposer. However, County may 
assign any and/or all of its rights and obligations hereunder without Proposer’s written consent but 
upon County’s written notice thereof to Proposer (1) to any Affiliate; (2) pursuant to any sale or transfer 
of all or substantially all of its business or assets; (3) pursuant to any merger, acquisition, or reorganization; 
or (4) as part of a bona fide pledge to a third-party lending institution of collateral of the assignor’s rights 
hereunder. 

If subsequent to this RFP and the execution of the Agreement, Proposer merges or is acquired by another 
entity, the following documents must be submitted to County: 

• Corporate resolutions prepared by awarded Proposer and the new entity ratifying acceptance 
of all of the Agreement and its terms, conditions, and processes; 

• Proposer’s Federal Identification Number (FEIN) if applicable; and 
• Other documentation requested by County. 

Proposer expressly understands and agrees that it assumes and is solely responsible for all legal and financial 
responsibilities related to the execution of any and all subcontracts related to this Proposal. Proposer agrees 
that utilization of a subcontractor to provide any of the products/services in the Agreement shall in no way 
relieve Proposer of the responsibility for providing the products/services as described and set forth herein. 

LIQUIDATED DAMAGES 
County will assess and impose liquidated damages where the performance of Proposer is not compliant with 
the standards contained within this RFP: 

• Failure to complete credits within 48 hours of delivery      $50 per inmate/day   
• Delivery schedule changes or delays without County notification   $100 per day 
• 100% fill requirement per individual order partial $50 per order 
• Change in item pricing without County approval  $100 per instance 
• Additional unapproved fees charged to inmates or family/friends  $100 per instance 
• Implementation timeline not executed per the requirements of RFP  $500 per day 
• Understaff by Proposer for a period 2 consecutive days or more  $200 per day 

The amount of the assessed liquidated damages shall be payable within 30 days of invoice. If during the term 
of the Agreement, County determines that Proposer does not have sufficient staffing to meet the 
requirements of the commissary operation, either because of inadequate staffing levels or inappropriately 



trained staff, County will notify Proposer in writing. Proposer must provide a plan of correction acceptable 
to County within 10 days of the receipt of such notification. The decision of County will be final. Proposer 
may incur a fine as described previously and/or County may consider the Proposer in default of the Agreement 
for failure to provide the required number and type of staff. 

TRAINING 
Proposer shall provide onsite training to County staff as directed by County. Additional training shall be 
provided during the term of the Agreement at no cost to County. Training manuals/materials shall be 
provided during the initial installation and at request WCSO and shall become property of County. 

24-HOUR CUSTOMER SERVICE 
Users must be able to access a toll-free number where they can speak with a live representative. At a 
minimum, Proposer shall provide customer service access for 24 hours per day Monday through Friday and 
for 4 hours on both Saturday and Sunday. Agents should be available to provide services in both English & 
Spanish.  

Proposer shall provide County with a 24/7/365 customer service support center to assist County with any 
matters involving the commissary environment. 
 

END OF SPECIAL CONDITIONS 
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Product List and Menus 
Selection and variety of commissary items may be adjusted as mutually agreed upon by both parties as 
described herein. County reserves the right to change the total number of menu items offered and/or 
impose purchase limits on any item or items. The Facility is smoke/tobacco free; commissary menu will not 
include any tobacco products or incendiary devices. Any and all product changes, including but not limited 
to: special requests, package size, brand, etc. require WCSO approval prior to implementation.  

Inmate Telephone/Calling Debit 
Proposer shall ensure a separate category for an Inmate Calling Debit as an item to select from the 
commissary menu, pricing will be provided by county. County currently utilizes a paperless method for debit 
phone calling for the inmate telephone system. Proposer will be required to sell debit phone time and 
ensure the sold debit phone time is posted in real-time as a transaction to the inmate’s trust account. Funds 
collected for all calling debit transactions shall be utilized to remit payment to the inmate telephone 
provider each month. Proposer shall not add a mark-up/fee to calling debit purchases nor charge the inmate 
telephone provider or County a fee to process debit sales via the commissary system. The sales associated 
with inmate calling debits shall be excluded from Net Sales. 

Inmate Telephone Interface 
At no cost to County or inmate, Proposer must work with the inmate telephone provider to establish an 
interface to allow inmates to purchase debit for inmate telephone calls via the inmate’s trust account. The 
interface shall allow for an automated file-transfer process. The file format shall be mutually agreed upon 
by the County, Proposer, and inmate telephone provider. 

Indigent Kits 
Indigent kits are supplied to indigent inmates once per week until the inmate has funds in their trust 
account. Current usage varies based on inmate population; current average is approximately 40 per week. 
The parameter for receiving an Indigent Kit is a commissary balance of less than $1.00 at the time of 
ordering. Delivery of Indigent Kits is commissary provider’s responsibility. Awarded Proposer will be 
reimbursed by WCSO for cost of indigent kits. Further limitations may be set, as deemed necessary, by 
County and shall be communicated to Proposer. Proposal must include a minimum of four (4) options of 
Indigent Kits with a Total Cost at, or below $1.50 per order (see Appendix D).  

Admission Kit 
Admission kits are to be supplied to inmates upon booking and shall include basic hygienic essentials and 
shall be gender based. County accommodates approximately 5,000 admissions per year; approximately 15% 
of those admissions are female. Proposer shall offer up-to three (3) different gender–based types of 
Admission Kits. In its response, Proposer shall propose the different gender-based types of admission kits 
and the unit price for each (see Appendix D). 

Care Packages 
Commissary provider may offer care packages for the general public to purchase for their family 
member/friend. Care packages are restricted to one order per recipient per week. All products and prices 
must first be approved by the Jail Administration. Any additional fee that may be included in a purchase 
by the general public must be disclosed on pricing proposal (e.g., “handling fee”), and is not to exceed one 
(1) service fee. 

Product Quality 
Proposer will sell products of high quality that conform with all applicable federal, state, and local laws, acts, 
ordinances, and regulations. Items available for sale must be nationally distributed brand names or their 
equivalent and contain nutritional information on the package or label.  All food containers and packaging 
must be dated within "sell by" date.  County shall have the right, at all times during the term of the 
Agreement, to inspect products to be sold and to approve or reject them if they do not conform with the 
provisions of the Agreement or to county security regulations. 



Product Labeling 
Proposer’s menu items shall be labeled kosher, halal, gluten free, soy free food, etc., as well as, identify and 
label food items which include peanuts, or other known allergens, in the ingredients. 

Product Freshness 
WCSO will not accept product that is within 30 days of expiration. 

Item Pricing 
Prices for commissary items may not be higher than prices offered for retail sale (plus tax) in the local 
Rockford, Illinois area. Proposer will be expected to perform a “Fair Market Value” analysis of the same or 
similar products sold at Rockford, Illinois area businesses, semi-annually at a minimum. Semi-annually, 
County and Proposer shall review the commissary sales and preference of the commissary items sold and 
make any necessary adjustments to product offering.  

Any commissary menu item with a price pre-printed on the item packaging must be sold at or below printed 
price, inclusive of any applicable sales tax. All commissary items shall be priced to include applicable state 
and county sales tax. Transaction handling fees will not be charged to inmates.   

Taxes on Commissary Items 
Commissary items are taxed per State of Illinois guidelines (e.g., Hygiene items, candy products, etc.). The 
price of each item listing for inmates must be Total Cost, which includes all applicable taxes in pricing of 
each item. Awarded Proposer is responsible for applicable tax liability and tax forms based on Illinois 
Statute.  The current sales tax rate in County is 8.25% (includes current sales taxes for Winnebago County). 

Order Restrictions 
Proposal should describe how proposed software and Kiosk/tablet technology would limit or restrict orders, 
such as: 

• Real-time Funds: available funds (only), weekly commissary dollar purchase limit, etc.  
• Dietary restrictions: kosher, known allergies (peanuts, egg, wheat, etc.), medical conditions, halal, 

or other religious affiliation (as indicated in account classification). 

Order Picking 
Upon the completion of each commissary order, Proposer’s proposed commissary system shall, in real time, 
reserve the items from its inventory and create an order ticket which shall be used to assemble each order. 
County must be notified when commissary items are out of stock and if a substitution is needed prior to 
fulfilling the commissary order. Once all items for an order have been assembled, each item must be 
scanned through a bar code reader. Proposer’s commissary system must compare the items listed on the 
order ticket with the items scanned through the bar code reader and create an error notification for missing 
or incorrect items. Upon receipt of an error notification, the awarded Proposer shall make the corrections, 
reassemble the order, and recheck the scanned items against the order ticket. County must approve menu 
substitutions and addition of items prior to delivery. Should an inmate not have enough funds in their 
account to complete their entire commissary order (inclusive of debit), the order shall be filled based on the 
following priority: 

1. Hygiene Products 
2. Debit Phone Time 
3. Food 

Packaging Restrictions  
Packaging of commissary items must be approved by WCSO. The type of bag and sealing system utilized will 
be subject to County’s review and approval. No metal shall be used in the sealing process. Bag sizing, 
thickness, sealing and other physical characteristics shall be correctional-grade. WCSO does not allow 
inmates to keep any packaging, it is the responsibility of Proposer’s on-site staff to retrieve all packaging 
used to package the commissary order, including but not limited to: paper, plastic, bag, box, etc. Proposer 



agrees to package each inmate’s order individually and to deliver the orders to the inmates using the 
following specifications: 

1. Packaged in a clear, durable plastic bag and heat-sealed prior to delivery. 
2. A two-part printed receipt (or if the proposer has a better method) that will list: 

a. Inmate’s Name 
b. Inmate’s Identification Number 
c. Facility Name 
d. Housing Unit, Cell, and Bed 
e. Order Number 
f. Date Ordered 
g. Listing of the Quantity and Item on the Order (inclusive of debit) 
h. Unit Cost and Taxes Applied 
i. Total Amount of the Delivered Items 

3. Orders/packages shall be separated by cell blocks/housing unit and clearly marked with the specific 
cellblock/housing unit. 

Delivery and Distribution 
Proposer’s staff must identify/validate each inmate receiving commissary by comparing the inmate’s ID and 
name listed on the inmate armband against the order information. Any discrepancies in identification must 
be reported to Facility staff immediately. Each inmate’s commissary order will be opened by the Proposer’s 
on-site staff, in the presence of the inmate, and counted/reconciled against the printed receipt. Each inmate 
will be required to examine the items in the commissary order and sign receipt as proof of accuracy and 
acceptance. A copy of the receipt will be given to the inmate and a copy retained by Proposer’s on-site staff. 
County may inspect deliveries with respect to quality, composition or any other matter determined relevant 
by County. 

All orders must be delivered within 24/48 hours. If the order cannot be delivered within 48 hours (e.g., 
hospital, on loan, furlough, etc.), the full amount of the commissary order shall be credited back to the 
inmate’s account.  

If an item is damaged or missing from a complete commissary order, Proposer must attempt the following, 
in order, to complete the order: 

1. Obtain or replace item 
2. Obtain an item that serves as a comparable substitution 
3. Issue a credit to the specific inmate’s trust account within one business day 
4. Or incur and pay fee imposed, as outlined in this RFP 

Inmate Non-Availability 
If an inmate is temporarily unavailable to receive a commissary order, County will hold the inmate’s order 
until the inmate is available to receive and examine the order, attempts to redeliver are required daily. 
Proposals should include a method of dealing with inmate movement as it relates to Commissary deliveries. 
A restocking charge will not be accepted due to inmate movement.   

Inmate Releases 
If an inmate is released between the time the commissary order is placed and the time of delivery, 
Proposer’s staff must verify the release in the OMS, create a commissary credit, apply the credit to the 
inmate’s trust account within 48 hours, and return the commissary order to Proposer’s location to be 
restocked. 

Grievance/Complaint Responsiveness 
A system for order shortages and inmate complaints is required, with expeditious handling. Commissary 
Provider will assure the timely resolution of all Inmate Grievances/Requests and Staff Complaints pertaining 
to Commissary related complaints (both Awarded Proposer and WCSO). All complaints are to be processed 



within two working days from the time the grievance/complaint is received by the Proposer and available 
for viewing by the inmate through the kiosk to tablet system.  Food service manager, or designee, is 
responsible for answering the requests and grievances, that pertain to the commissary, through the Viapath 
request manager, in less than a workday. 

Under County policies, should an inmate reserve the right to refuse delivery of an entire commissary order, 
the inmate may be charged a reasonable restocking fee based on the order size with a stated minimum, 
except in the case where the order is incomplete or damaged. Proposer shall indicate its restocking fee. 
Proposer may not restock or reissue damaged items. If rejected for reasons other than damage, Proposer 
will issue a credit slip and return the items to the Proposer’s on-site location to be restocked. 

CONTINGENCY PLAN 
Proposers should include in their Proposal, a detailed backup plan for ordering commissary items during 
tornado/emergency situations. WCSO welcomes process improvement recommendations from Proposers.  
Commissary provider will be expected to maintain an inventory of a minimum of seven Calendar days’ worth 
of supplies i.e., hygiene kits in case of emergencies at each jail facility.   Disaster recovery.  Awarded Proposer 
must have full system back up and disaster recovery solution for all installed commissary and inmate 
banking systems included in their proposal, WCSO maintains no backup. 

STAFFING REQUIREMENTS - Commissary Program Management 

Training 
At a minimum, the training program must include instruction in procedures and practices necessary to 
coordinate delivery schedules, verify inmate identification, review contents of delivered commissary items 
and remediate deficiencies, identify inmates who have been discharged or transferred or are not available 
at the designated delivery time, create credit entries and batch reconciliation forms, policy training and 
addressing inmate complaints. 

Meetings 
Commissary Service Manager will attend meetings with the Administration staff when requested and meet 
at least once every month to review contract operations and resolve any Commissary concerns from WCSO 
staff. 

COMMISSION 
WCSO is seeking to contract with a firm that will offer a competitive commission and/or flat rate payable to 
the Inmate Commissary Fund. Commission compensation is expected monthly based on net sales or 
minimum monthly commission, whichever is greater. Net Sales include, by way of example and not 
limitation, all of the following: inmate commissary purchases, fees, charges, package sales and any 
additional fees or charges generated by the commissary service environment and all additional fees charged 
to the inmate or family members and friends of the inmates and any other compensation received by 
Proposer. Notwithstanding the foregoing, Net Sales does not include the following items: 

• Indigent Kits 
• Admission Kits 
• Postal products 
• Refunds 
• Inmate Calling Debits 
• Required taxes and charges that are intended to be paid by the inmate, family, or friend and then 

remitted 100% by billing party to appropriate governmental agency 
• ANY alternative calculation for Net Sales must be clearly outlined in proposal 

The County reserves the right to request, at any time, the actual cost, mark-up, tax, and any other fee related 
to any commissary item available for sale to the inmate, family member and friends.  

Gross Sales, Net Sales and commission discrepancies must be resolved by Proposer within 30 days of receipt 



of notification of a discrepancy by County or such discrepancy is subject to late charges as described below 
and/or the Agreement may be terminated at the sole discretion of the County. The County further retains 
the right to pursue any other legal remedies it deems necessary. 

REPORTING 
County requires Proposer to maintain accurate, complete, and reconcilable records, in electronic format, 
detailing the Gross Sales and Net Sales from which commissions can be determined. The records shall 
include all sales, transactions, taxes, credits, Proposer’s mark-up, indigent kits, admission kits, delivery 
activities, credits, debit sales and associated invoices and commissioning reports during the term of the 
Agreement. County reserves the right to delegate such examination and/or reconciliation of records to its 
Designated Agent or another third party of the County’s sole choice. 

Awarded Proposer’s system should allow WCSO the ability to access, as well as provide reports for the 
following categories, including but not limited to: 

• Total Sales by dollar and category 
• Commission calculations Report  
• Sales detail by inmate 
• Credit reports 
• Inmate Sales Receipt 
• Total Sales by inmate name, with total for each order, monthly with a grand total 

Weekly Reports 
• Summary of total weekly sales 
• Total weekly postage sales 
• Total number and value of indigent kits delivered 

Monthly Reports  
• Monthly activity, itemized and summarized, including (due by 20th of month to avoid fine 

of $750 per month): 
a. Total Gross Sales 
b. Net Sales 
c. Food 
d. Non-food 
e. Returns 
f. Adjustments 
g. Mark-up 
h. Sales tax 
i. Commission payment deductions 

Upon Request (any timetable requested by County):   
• Gross sales 
• Taxable and non-taxable sales 
• Total monthly postage sales 
• Total credits 
• Total number and cost of indigent kits sold 
• Total sales tax paid 
• Total commission owed to WCSO 
• Revenue and Commission 
• And any other report requests (pending system capability) 

TRAINING REQUIREMENTS 
Training shall be provided to WCSO staff, including but not limited to: tablets, kiosk, in-take, release, account 
review, tracking, reporting, train-the-trainer on use of tablets, kiosks and general commissary ordering 
process will be ongoing and will be the responsibility of Proposer’s on-site staff.   



SOFTWARE 
The specifications set forth are for informational purposes and to provide a general description of the 
requirements for Inmate Commissary Services software. Proposers shall be responsible to submit technical 
proposals based upon their program that will meet the goals, objectives and requirements set forth herein. 
Proposers should identify any special features/value added components of proposal and describe how the 
special features/value added components affect base commission rate percentages (percentage) and/or 
minimum guarantee.  Special features will be at no cost to WCSO. 

All rights, including but not limited to, software licenses (including any third-party software licenses that 
may be required) and support/maintenance agreements will be transferred to WCSO, at no additional cost, 
upon completion of year three and/or termination or cancellation of the commissary contract. 

All connectivity, hardware and software interface, kiosk, tablets, etc., conversions, configuration and 
integrations will be the financial responsibility of Awarded Proposer, including any development and 
implementation of interface software to allow communications between the County, Commissary, and the 
Inmate Banking Software. Should the ITS provider be replaced during the term of the Agreement, Proposer 
shall establish the necessary interface for inmate commissary ordering via ITS at no cost to County.  

Commissary software will be cloud based, and latest SQL software version.  The source code for all systems 
is subject to escrow with an agreed upon third party. 

Proposal must include a documented track record of electronic data seamless integration with OMS and 
inmate telephone system.  
The Proposer’s commissary system must: 

1. Track items ordered by each inmate; 
2. Track items for which funds are available for purchase; 
3. Track items which have been restricted from an inmate’s use due to quantity, category, or dollar 

restrictions; 
4. Enter in each line item on the order; and 
5. Complete the order with receipt. 

Performance Process 
Proposer shall provide, install, and maintain the software and network components in accordance with the 
manufacturer's specifications and the provisions set forth within this RFP. 

Proposer shall provide County with a web-based user application and software upgrades as they become 
available.  All upgrades must be no older than one release of newest operating system and provided to 
County at no additional cost. 

Proposer shall provide County with written notice, including detailed information, of any new software 
upgrades or additional features to be added to the system, within 30 days of introduction of the new 
software or features. 

Proposer shall adhere to the performance process when upgrading the software or performing any changes 
to the system at the Facility. Any deviation from this process may result in a fine incurred by Proposer.  Such 
fine will be equal to $300.00 per occurrence. Proposer shall be notified of the total amount due via written 
notice from County. County will invoice Proposer and payment shall be due within 30 days of Proposer’s 
receipt of invoice. 

IMPLEMENTATION PLAN 
Proposer shall provide a detailed implementation plan for installation and/or transition of commissary 
services inclusive of the inmate banking software, kiosks, and tablets. The implementation plan shall include 
specific tasks that will be required to complete the implementation process of the commissary environment 
to the awarded Proposer. The implementation plan shall highlight important milestone dates with a 



description of what the milestones include. The initial implementation of the commissary services, kiosks, 
and inmate banking software must be completed within 60 days from the execution date of the Agreement. 
If Proposer’s proposed implementation plan should exceed this timeframe, Proposer shall include an 
explanation of the variance in proposal. 

TRANSITION 
For the initial installation, Proposer will work with County and the incumbent inmate commissary service 
provider to ensure an orderly transition of services, responsibilities and continuity of the services required 
by County. 

Proposer will work with County and Offender Management System (OMS), Offendertrak, to ensure all 
required information is received for a seamless transition to the inmate banking software (e.g., inmate 
booking numbers, inmate personal identification numbers, inmate trust balances, etc.) 

Prior to the execution of the Agreement for the commissary services outlined in this RFP, Proposer shall work 
with the incumbent commissary service provider to ensure an orderly transition of services and 
responsibilities and to ensure the continuity of the services required by County. Should Proposer wish to 
purchase any existing goods and/or materials from the incumbent commissary service provider, it is the 
responsibility of the Proposer to mutually agree with the incumbent Proposer on the inventory and cost 
of any such goods. Proposer shall be held responsible for providing all commissary service requirements in 
this RFP whether Proposer chooses to provide the initial supply of the said goods and/or materials or if 
Proposer wishes to work with the incumbent Proposer on the purchase of any existing goods and/or 
materials. 

Upon expiration or cancellation of the Agreement or in the event County exercises its right to terminate the 
Agreement, Proposer shall accept the direction of County to ensure commissary services are smoothly 
transitioned. At a minimum, the following shall apply: 

Proposer acknowledges that all documentation, reports, data, etc., contained in commissary system and 
inmate software are the property of County. County acknowledges the commissary system hardware and 
software and the inmate banking software are the property of Proposer. The documentation, reports, data, 
etc. for the Facility shall be provided to County by Proposer on a storage medium and in a user-friendly, 
searchable, and electronic format at no cost to County within 15 days following the expiration, termination 
and/or cancellation of the Agreement or within 15 days following the last day commissary services are 
provided by Proposer, whichever occurs first. Proposer shall accept County’s decision whether the solution 
provided is acceptable. As an alternative and at no cost to County, Proposer shall allow County access to all 
documentation, reports, data, etc. contained in the commissary system for a period of 2-years following 
the expiration, termination, or cancellation of the Agreement. Proposer shall provide such access to 
County within 7 days following the expiration, termination and/or cancellation of the Agreement or within 
15 days following the last day commissary services are provided by Proposer, whichever occurs first. 
Proposer shall accept County’s decision whether the access provided is acceptable. 

Proposer shall discontinue providing service or accepting new assignments under the terms of the 
Agreement, on the date(s) specified by County. Proposer agrees to continue providing all services in 
accordance with the terms and conditions, requirements, and specifications of the Agreement for a 
period not to exceed 90 calendar days after the expiration, termination, or cancellation date of the 
Agreement. Commission payments will be due and payable by Proposer to County at the percentage 
provided in the Agreement until services are no longer handled by Proposer. 
 

END OF SPECIFICATION:  INMATE COMMISSARY SERVICE 
 
  





Reporting Requirements 
Awarded Proposer’s system will be expected to provide reports for the following categories, including but 
not limited to the following: 

 Trial Balance 
 Statement of Financial Position (Balance Sheet) 
 Income Statement 
 Cash Flow Statement 
 Check Register 
 Aging Detail Report 
 Detailed Deposit Reports 
 Detailed Withdrawal Reports 

Meetings   
Proposer should agree to meet when requested to discuss items related to the Inmate Banking and Kiosk 
functionality, and to work towards any mutually agreeable resolutions pertaining to: 

1. Improvements to system issues and reporting in the Banking System when needed; 
2. Improvements to system related issues and reporting in the Fund Intake and Fund 

Disbursement Equipment/System when needed; 
3. Attendance at required meetings shall be at no additional cost to WCSO. 

Funds Intake 
Funds intake units, for the purpose of depositing funds into the inmate account, are located as follows: two 
in the lobby, two in Bond-out, two in Pre-Booking.  A service will be provided by the Awarded Proposer to 
pick up cash and deliver it to a local County bank weekly. 

Family members and friends must be required to set up an account to deposit funds into an inmate’s trust 
account. The account shall allow the user to view all completed transactions for a minimum of 30-days. 
The account shall capture the following information: 

1. First and last name 
2. Payment method (credit/debit card, money order, etc.) 
3. Address associated with payment method 
4. Transaction amount 
5. Method used to deposit funds (ex. Kiosk, website, mobile, etc.) 

Deposits must be posted to the inmate’s trust account within a minimum of two hours of deposit 
confirmation. Proposer shall be responsible for all fraudulent deposits and shall guarantee payment to the 
County/trust account. 

Direct Deposit Software 
All deposit methods shall be integrated with the Proposer’s software and OMS so that the deposits are 
electronically transferred to the inmate’s trust account. 

Funds Disbursement 
Funds Disbursements units will be placed in the jail for the purpose of closing the Inmate’s account and 
withdrawal of the inmate funds by debit card. Proposers are to explain in their proposal how coin refunds 
would be handled. 

Secure Release Options 
The Proposer must list any Debit Card Release Service programs they have to offer. The software program 
must properly account for the debit card releases and provide automatic posting of information to the card 
provider.  The service, cards and card readers should be provided at no cost to the Facilities, nor to the 
inmates.  The Proposer will provide at least six (6) references (see Appendix J) where this program is 
installed. 



SOFTWARE REQUIREMENTS 
Cloud-based, one central database with technology to interface with Commissary Kiosks, which will provide 
the following primary functions, features and requirements: 
        Primary Functions: 

1. Trust fund accounting for ADP of 900 or more 
2. Commissary ordering and sales functions 
3. Inventory control 
4. Financial reporting/Accounting Reports 
5. Management reports 

Special Features: 
1. Collection of daily subsistence fees, court assigned fees, medical co-payments, uniforms, 

and postage fees 
2. Interface with management system (There is no cost to interface to Offendertrak) 
3. Automated transfer of inmate accounts to dormant status based on release dates 
4. Process for closing and archiving dormant accounts based on specific time periods 
5. Permit multiple users with various permissions and access levels 
6. Prevent users from modifying a financial transaction that has been completed/posted 
7. Provides a complete audit trail of all transactions 
8. Allows for negative inmate balances and the ability to write-off debts or portions of debts 
9. Debit Calling Interface – must be able to implement Debit Calling to interface with the 

current inmate telephone provider. The Proposer shall describe in detail how the process 
works which shall include at a minimum the ability to electronically send inmate funds to 
the inmate phone provider and to return any unused funds to be included in the inmate’s 
release check or debit card.  The interface to the phone provider should be in “real time” 
when the request to move dollars to the phone system is processed and should use XML 
messaging services. 

10. Family members and friends will be allowed to deposit money into an inmate’s trust account 
by these three methods: 

a. Website (credit/debit card, check) and/or mobile application 
b. Call center/toll free number (credit/debit card, check) 
c. Kiosk application 

11. Funds Intake and Funds Disbursement equipment transaction(s) will interface with the 
Inmate Banking System in order to record final withdrawal from inmates’ account. 

Systems Interface Requirements:  Must interface with the following: 
1. Commissary System 
2. Offendertrak  
3. GTL (tablets, phones) 
4. Kiosks 
5. Any future systems required by WCSO  

Additional Requirements/Comments: 
Proposers will have an opportunity to view equipment during scheduled site visit. 

1. Proposer responsible for obtaining the necessary software and software licensing to 
integrate with Offendertrak (scheduled to change eff. January 2024). 

2. Configurations required by Awarded Proposer: 
a. Funds Intake hardware device and software 
b. Fund disbursement devices and software (debit card loaders) 

3. The source code for all systems is subject to escrow with agreed upon third party. 
4. Proposer shall provide the County a password and username to access Proposer’s web-

based application. Remote access must allow the Facility to perform the following 
functions: 







2. A weekly average of 2,800 calories per day shall be provided by the menu. The Recommended 
Dietary Allowances shall be adjusted for the age and sex of the population. 

3. Provide food, which meets the standards of ACA, the Illinois Department of Corrections, the 
Illinois Department of Juvenile Justice, the Nutritional Board of the National Academy of Science 
as prescribed for inmates.  Further, for the JDC maintain a menu, which meets the standards of 
the National School Breakfast and Lunch program. 

4. The inmate meals shall follow a pre-approved 4-week cycle menu which must be submitted with 
the proposal. Portion sizes “as served”, not raw sizes, must be clearly indicated on the menu 
including the cooked meat weight in combination entrees. For example --- Beef, Macaroni, and 
Tomato Casserole 10 oz. (2 oz. meat) and Sloppy Joe 4 oz. (2 oz. meat). 

5. An item-by-item computer nutritional analysis of the menu with a weekly summary indicating the 
percentage of compliance to the highest RDA values for the population (2.5% diabetic, 2% 
religious, 4% medical and 91.5% normal menu) shall be submitted with the proposal. Each item 
on the menu shall have specific nutritional values based on recipes, which will be used in the 
facility. For example, the specific calories, protein, fat, sodium, calcium, iron, and vitamins in the 
recipe which will be used for Beef Macaroni and Tomatoes and all other meal items shall be 
separately identified on the computer analysis. 

6. The inmate menu shall be certified in the proposal by a registered dietitian with a signed 
nutritional compliance statement for the age and sex of the population (2.5% diabetic, 2% 
religious, 4% medical and 91.5% normal menu) as well as a signature on each page of the menu. 
A copy of the dietitian’s ADA registration card shall also be submitted with the proposal. Annually, 
the vendor’s dietitian shall review and certify the inmate menu. In addition, all menu revisions 
shall be certified. 

7. The menu shall be planned with jail tested products and recipes for inmate acceptability. A variety 
of food flavors, textures, temperatures, and appearances shall be used.  

8. Diets shall be available upon medical authorization or by chaplain approval.  
9. The regular menu shall contain no pork entrees to reduce the need for religious diet 

modifications.  
10. During Ramadan, sack meals need to be prepared before sun-up and sundown.  This averages 

between 20 and 30 inmates during Ramadan. 
11. Kosher meals need to be prepared at the same cost as regular inmate meals.  County averages 

between 20 to 30 inmates for kosher meals. 
12. A minimum of five (5) holiday or special meals shall be served each year. Three (3) sample meal 

menus shall be submitted with the proposal. 
13. Of the three meals provided for each 24 hours of detention, at least two (2) meals must be hot 

(as required and defined by ACA Standards) and at least one shall be balanced per IL 
Administrative Code, Part 701, County Jail Standards, 701.110. 

14. Lunch and Dinner entrees may not be repeated in the same week. For Breakfast, the cereal, 
breakfast meats and eggs (prepared the same way) may not be repeated two (2) days in a row. 
Bologna, may not be served as a breakfast item. 

15. Fat portions, such as margarine, butter, salad dressing, and mayonnaise, shall not exceed ½ ounce 
per serving. In addition, these high fat items shall not be added to meals when they are not 
appropriate.  

16. To assure a minimum level of menu quality, at least five ½-cup fruits and vegetables equivalents 
are required each day on the menu. The USDA School Lunch Buying Guide shall be used to 
determine qualifying equivalents. A minimum daily variety of four different fruits and vegetables 
shall be used to meet the requirement. As specified by the guide, items such as fruit drink, rice, 
and noodles do not qualify. 

17. A sack meal shall be provided for inmates/detainees who miss the service of the regularly 
scheduled meal due to courts, work assignments, or late book-ins.  

18. Only wholesome products may be purchased or used in production. Proper food sanitation and 
storage shall be maintained. The vendor is required to follow pre-approved product purchasing 
specifications, which shall be submitted with the proposal. 



19. A beverage other than water shall be served with each meal. 
20. All meat must be boneless. 
21. Condiments must be included as part of the menu in accordance with State Standards.    
22. Quality Control Standards must be included for food borne illnesses. 
23. All meals must be supervised with the end result of appropriate appearance AND taste. 
24. It is expected that menu substitutions will be kept to a minimum, however the Jail officer must be 

notified (in writing) of substitutions as they occur.  Compliance with all other requirements, such 
as the number of calories, must be adhered to.  

Quality 
Menus should take into consideration food flavor, texture, temperature, appearance, and palatability. 

JUVENILE DETENTION CENTER 
All meal counts will be based on the population of the facility at 6 AM on each day.  Due to fluctuations in 
population each day, the proposer must have sufficient food to serve 10% over the reported meal count for 
that day (e.g., if the 6:00 AM count is 50, the provider must have sufficient food to serve for 55 persons that 
day.) 

Meals shall be delivered to the JDC by the following times: 
   Breakfast   8:15 AM 
   Lunch   11:15 AM 
   Dinner    4:00 PM 

   Room trays shall be provided to JDC by: 
   Breakfast   8:40 AM 
   Lunch   11:45 AM 
   Dinner    4:15 PM 

   Dining Room service shall be provided at the JDC at: 
   Breakfast   9:00 AM 
   Lunch     Noon 
   Dinner    4:30 PM 

1. A separate 28-day menu for the JDC must also be submitted.  This menu must meet the 
requirements for High School Students under the National School Breakfast and Lunch Program 
as well as the Illinois Department of Juvenile Justice Standards for daily calorie intake. 

2. The Proposer will provide staff and equipment to properly transport and serve food at the Juvenile 
Detention Center three times per day seven days a week.   

3. At the JDC, the proposer shall deliver all sack meals ordered with the breakfast meal.  
4. At JDC a daily snack must be provided for after dinner consumption, which must include a drink 

and food item as defined by State Standards. 
5. At the JDC, milk must be available for at least two meals during each 24 hours of detention.    
6. At the JDC, upon completion of each meal, the floors of all rooms of which food or drink is stored, 

prepared, served or in which utensils are washed and shall be kept clean.   
7. Proposer will provide disposable trays with lids for room service at JDC. 

COMMODITIES  
The County Jail and Juvenile Detention Center may qualify to receive Surplus Commodities from the U.S. 
Department of Agriculture. There is no guarantee as to what, if any, commodities will be available during 
the life of the contract. The successful Proposer shall utilize U.S.D.A. commodities available to the County. 

At present, the Winnebago County Juvenile Detention Center (JDC) participates in the National School 
Breakfast and Lunch Programs.  As part of this participation, the provider will receive surplus commodities 
from the United States Department of Agriculture during the normal school year (currently August-May) of 



each year.  There is no guarantee from year to year as to what, if any, commodities will be available however 
the successful Proposer will be required to utilize the U.S.D.A commodities in the food which is provided to 
the Juvenile Detention Center. 

The proposer shall include with its proposal a plan to incorporate free Federal and/or State commodities, 
which shall be used to offset price per meal for the contract period. Said commodities value shall be equal 
to fair market wholesale value. Said offsetting price commodities shall be declared to the Sheriff or his 
designee on a monthly basis. Declaration shall include type of commodity, amount of commodity by weight 
or volume, wholesale price per unit, and total wholesale value. When a commodity is used for the JDC, the 
JDC must receive credit against the meal, the value including transportation charges for the commodity 
used.  The product value is determined by the USDA or the other government agency, which has donated 
the product and will be provided to the Proposer by the JDC. 

Federal regulations permit the use of Surplus Commodities only in the program to which they are donated.  
The Proposer shall assume all costs, both direct and indirect, in procuring such commodities and in 
complying with the rules promulgated by the Department of Agriculture, including full compliance with the 
training, menu, and ingredient requirements of the National School Breakfast and Lunch Programs.  The 
Proposer recognizes that these requirements are subject to change and will make necessary adjustments to 
ensure ongoing compliance.  In addition, the Proposer will, as necessary, meet with and provide required 
supporting documentation to the Illinois State Board of Education and United States Department of 
Agriculture Compliance Inspectors.  Any deficiencies or violations which are cited shall be immediately 
corrected. 

Proposers are to propose prices without regard to availability of Surplus Commodity or foods.  Any Surplus 
Commodity or food provided for the County shall be credited to the next month's invoices. Credit shall be 
separately stated on the invoice and shall be calculated on the fair market value of the commodities received 
less shipping expenses. 

Proposer shall maintain all financial and supporting documents, statistical records, and any other records 
pertinent to the use of the USDA surplus commodities program. The records and documents shall be 
available for the duration of this contract and for a minimum of five (5) years and ninety (90) days after the 
termination of this contract. All Surplus Commodity records shall be made available to representatives of 
the County as well as the Auditor's Office at any reasonable time and place for inspection and audit. Failure 
to comply with the provisions set forth above shall be cause for termination of Contract. The County shall 
have the right to inspect and audit the records of commodities used and credits provided at any time.  
Failure to comply with any request for inspection of records or the regulations of the USDA and ISBE shall 
be cause for termination of the Contract. 

The successful proposer agrees to make the fullest use of the USDA donated commodities when they are 
available. The vendor reserves the right to refuse acceptance of any such commodities, which are 
contaminated, or in excessive amounts. The utilization/control of USDA donated commodities are subject 
to the following requirements: 

a) The vendor will properly handle, store, and prepare all commodities. 
b) A weekly inventory shall be taken of all commodities by the vendor. The report shall include for 

each USDA donated commodity, the commodities on hand at the beginning of the week, the 
quantity used, the quantity list due to spoilage, theft, or shrinkage, and the balance at the end of 
week. 

c) Commodities received will be used solely for the benefit of those persons in the jail/detention 
center. 

d) The vendor shall credit to the Sheriff’s/JDC’s invoice, the fair market value to each commodity item 
used for the period, deducting therefrom, shipping and handling charges actually incurred. 

 



SANITATION 
The entire food service and delivery areas will be operated and maintained in a clean and sanitary condition 
in complete compliance with all federal, state, and local standards, including but not limited to the 
regulations promulgated and enforced by the Winnebago County Health Department. 

Proposer must successfully pass all required health and sanitation inspections, whether by 
County/State/Federal officials, with a Grade “A” or “equivalent” numerical score by the Winnebago County 
Health Department. Any costs incurred by the County due to Proposer’s failure to pass any required health 
and sanitation inspection will be the responsibility of the Proposer. 

The Proposer shall furnish clear trash bags and food grade gloves and supervision necessary to keep the 
areas assigned in a clean, sanitary, and orderly condition at all times and in compliance with the above listed 
standards. The County will provide the inmate labor and cleaning supplies at the jail.  There shall be no 
additional charge for these supplies in excess of the pricing submitted for the per meal cost.   The Proposer 
shall collect of all rubbish, garbage, litter, or waste.  County will provide dumpster for trash and rubbish. 

ADDITIONAL PERFORMANCE REQUIREMENTS  
1. There is no dining area at the County Jail, therefore, Kitchen staff, in an assembly line fashion, will 

fill and load trays onto carts, the trays will then be delivered to the inmates, by unit, by inmate 
trusties supervised by officers. 

2. The successful Proposer shall provide all meal preparation, tray assembly, utensil and appliance 
cleanup, post meal cleaning of soiled trays, carts, and related items as well as overall general kitchen 
cleanup and sanitation at both locations. 

3. The successful Proposer shall be required to maintain a temperature equal to or exceeding one 
hundred forty (140) degrees Fahrenheit for all food items on the heated serving line and a 
temperature not to exceed forty-one (41) degrees for all food items on the chilled serving line. In 
addition, the Proposer shall meet or exceed all Illinois Department of Health Food Service Sanitation 
Guidelines, all American Correctional Association Guidelines and all Illinois Department of 
Corrections, County   Jail Standards. 

4. Meals shall be provided at reasonable and proper intervals, adhering to recognized breakfast, lunch, 
and dinner schedules. Meals at the jail shall not be served earlier than: 6:00 a.m. for breakfast, 11:00 
a.m. for lunch, and 4:30 p.m. for supper. At the jail, there shall be no more than 14 hours between 
the evening and morning meals. 

5. The successful proposer shall provide all consumable supplies and food products, which are 
required for food service operation and storage of all food and related stores in the dry storage 
room, walk-in cooler or walk-in freezer provided by the County onsite. 

6. Facility inspections may be requested by the Sheriff or Superintendent with or without advance 
notice to the vendor.  

7. The facilities and equipment used in the contract shall not be used to prepare food for agencies or 
persons other than those designated under the proposal without advance written approval of the 
Winnebago County Sheriff. 

8. The successful proposer shall provide the necessary transportation of meals including all specialty 
equipment related to the transportation of said meals to include the necessary equipment needed 
to ensure such meals maintain the proper serving temperature as indicated by any applicable local, 
state, or federal regulation, and related personnel to accomplish the transport from the main facility 
to any remote site. 

9. Food and drink, while being stored, prepared, displayed, served, or transported, shall be protected 
from contamination by insects or foreign substances. 

10. The successful Proposer will be responsible at all times, during all phases of operations, to ensure 
the proper security of equipment and the efficiency of the food services system.  Following each 
meal, an inventory of trays, cups, utensils, and small wares will be made and reported to the Kitchen 
Officer.  Items destroyed or thrown away by employees or inmate workers will be the responsibility 
of the Proposer and must be replaced at no expense to the County.  NOTE: Equipment damaged by 



the Proposer or inmate workers through negligence or inattentive supervision will be the 
responsibility of the Proposer and must be replaced at no expense to the County. 

11. The successful Proposer shall be responsible for all labor related costs and other expenses such as 
cleaning supplies, paper supplies, laundry and uniforms for Proposers employees, general liability 
and property insurance, long distance telephone expenses, bond premiums, office supplies, postage, 
taxes and licenses, and expenses for employee physicals. This is to include the permit issued through 
the Winnebago County Health Department to operate food-handling services in the jail. If the 
Proposer fails to complete or comply with all permits, any additional costs incurred by the County 
due to the Proposers failure to complete or comply with the permits, will be the responsibility of 
the Proposer. 

12. Proposal is to include the cost to the County to replace new 100 insulated trays from Plasticon per 
calendar year or as agreed. 
 

GRIEVANCE/COMPLAINT RESPONSIVENESS 
Food service complaints from inmates must be processed at least daily as follows: 
Food service manager, or designee, is responsible for answering the requests and grievances, that pertain 
to the kitchen, through the Viapath request manager. The responsible food service director shall determine 
the appropriate mechanism to be utilized for specific categories of complaints. 

CONTINGENCY PLAN 
The successful Proposer is required to have on site, sufficient supplies to provide for not less than five (5) 
days of three complete meals in case of emergency at both, the Jail and Detention Center, locations. 

The successful Proposer will be required to submit, a contingency plan describing how you intend to provide 
uninterrupted food service in the event of lockdown, riot, strikes by your employees, natural or manmade 
disasters, power failure, kitchen interruption or other force majeure. This plan will be subject to approval 
by the Jail management.  Include provisions for any off-site preparation facility, alternate staffing 
arrangements, and other topics related to emergency operations along with a sample menu. 

Any off-site facility used in a contingency situation must meet all health certification requirements, and 
must comply with all performance standards hereunder.  Any additional costs for items shown on the 
Contingency List submitted with your proposal must not exceed actual cost. To the greatest extent possible, 
the successful Proposer will coordinate with the County for the purchase of such items. 

Contingency List 
You must submit with your proposal a listing of any goods and services (e.g., transportation, special 
packaging) which would alter your bid price in the event you are called upon to provide uninterrupted food 
service in the case of lockdown, riot, strikes by your employees, natural or man-made disasters, power 
failure, kitchen interruption or other force majeure. NOTE: While rare, Winnebago County is under 
contractual obligations to take up to 200 federal inmates on an emergency basis, with minimal advance 
notice.  A sack meal for each emergency relocated inmate would be required within a reasonable amount 
of time.  

ESDA And Joint Information Center for Natural Disasters 
In the event that the EOC (Emergency Operating Center) and the JIC (Joint Information Center) are activated, 
vendor will need to supply food and beverages for up to 100 people, 3 times daily while these Centers are 
operational.  The vendor would have up to a 24-hour notice, if possible. The vender would be reimbursed 
for the cost of these services through either a Declaration or the Emergency Management budget.  Inmates 
are not to prepare the food, nor can the food be served on inmate trays. 

 

 



RECORDKEEPING 
1. All records prepared for or required by this RFP and the resulting contract shall be maintained for a 

period of three years from delivery of services, and shall be made available for inspection and 
copying upon reasonable notice by the Sheriff or the County Auditor at no cost to the Sheriff. 

2. Menus shall be preplanned and copies of all meals served, as well as substitutions, shall be 
maintained for three years. 

3. Food temperatures must be checked and recorded daily. 
4. The successful Proposer shall provide a weekly report indicating the number of daily meals served 

to inmates and staff. This report shall be broken down into categories by the three meal times, by 
housing locations, regular meal, sack meals and staff meals. 

5. The Proposer shall provide training reports when applicable. The Proposer shall submit employee 
time documents. 

6. All current records must be kept on the premises. 
7. Records must be submitted in Excel format or comparable electronic format mutually agreed 

between the Sheriff and successful Proposer. 
8. Additional record-keeping may be required if USDA commodities are used. 
9. All records are property of County of Winnebago and shall be released to County of Winnebago 

upon request. 

STAFFING REQUIREMENTS – Kitchen/Food Service 
1. Proposer must meet all criteria outlined in SPECIFICATION: ON-SITE STAFFING, included in this RFP. 
2. The successful Proposer shall maintain a trained staff, which shall be on duty for all 21 meals served 

each week. The Proposer shall provide sufficient staff to ensure efficient operation, expert 
administration, dietetic service, purchasing, accounting, supervision service, technical assistance, 
and planning. At a minimum, there shall be a Food Service Manager, one (1) Assistant Food Service 
Manager, and five (5) other full-time staff. On weekends and holidays, the minimum number of staff 
must be four (4). The Proposer shall have adequate staff to supervise inmate labor, while meals are 
being prepped, prepared, served, and during clean up. NOTE: At no time will the kitchen be left 
unstaffed/unsupervised. 

3. At least one full-time cook or an onsite staff member of the food service provider shall have food 
services sanitation manager certification from the Illinois Department of Public Health, and IDJJ 
Standard for JDC. 

4. All contracted kitchen staff must be familiar with security aspects of jail operation and be effective in 
training and supervising detainees in food services. 

5. Meals must be prepared, delivered, and served under staff supervision. 
6. The Jail kitchen hours are approximately 5:30 a.m. to 6:00 p.m. Staffing schedule to be discussed at 

the transition meeting. 

Dietitian Information 
Proposal must include a copy of the dietitian’s license and Academy of Nutrition and Dietetics Commission 
Registration Card. 

District Manager and Food Service Manager Resumes   
Proposer must provide copies of resumes of both the District Manager and Food Service Manager. Identify 
staff member with Sanitation Manager Certification from the Illinois Department of Public Health. 

Training 
The successful Proposer shall be required to cooperate with all employee training required under the Illinois 
Administrative Code County Jail Standards, PREA, and the American Correctional Association Performance-
Based Standards for Adult Local Detention Facilities. Such training shall be at no cost to the Sheriff or County. 

 



Subcontractors 
All subcontractors shall be identified on the form contained herein (see Appendix J). The County reserves 
the right to reject any or all subcontractors. 

PROPERTY FURNISHED BY THE COUNTY OF WINNEBAGO 
The County will provide, install, maintain, repair, or replace, if necessary, and permit the successful Proposer 
to use all food service equipment. Repairs of County equipment will be at the expense of the County; except 
in the case of negligence or inadequate supervision, these repairs will be charged to the Proposer. 
Equipment will remain the property of the County. Proposer shall properly and safely use and operate all 
electrical, gas and plumbing fixtures, equipment or appliances connected thereto. In the event repairs are 
required, Proposer shall immediately notify the appropriate jail personnel. 

The kitchen facilities at the County Jail and the Juvenile Detention Center, together with kitchen utensils and 
equipment, located therein, will be made available to the Proposer for use under this contract. However, 
such physical location and equipment is only an accommodation to the Proposer and the County makes no 
warranties, expressed or implied, as to their availability in the event of force majeure and Proposer must 
have a contingency emergency plan acceptable to the County for such an emergency. 

The County will provide trash removal, pest control, office space, inmate uniforms, small wares, and utilities 
(excluding long distance telephone service). The County will provide adequate security for all food service 
areas. The County will provide a mutually negotiated level of inmate labor (trustees) at the times and 
locations necessary to assure efficient food service operations. The Proposer will provide sufficient staff with 
which to supervise inmate workers provided. 

OPTIONAL:  VALUE-ADDED SERVICES 
Winnebago County will consider “offered” Value Added Services in its award determination.  The County 
welcomes process improvement recommendations from Proposers as well as suggestions and offers 
including: business procedures, quality features, methods, or additional business activities, etc. 

Consideration 1. STAFF MEALS 
The County is interested in offering meal services for jail officers and staff. We are open to suggestions 
or options from Proposers. Here are the minimal requirements for Proposer consideration:   
 The jail’s Officer’s Dining Room (ODR), which is located on the third floor in the jail, has its own 

kitchen, storage, serving, and large dining area. There are also current vending machines 
services that could be replaced.   

 All preparation, cooking, storage and serving for staff meals must be done in the ODR.  
 The cost of these meals would be paid be staff, at a reasonable price. 
 Day shift staff meals must be served from 11:00 a.m. and 12:00 p.m. - Monday through Friday.   
 Night shift staff want the opportunity to have pre-made meals stored in Styrofoam containers 

in ODR refrigerator until night mealtime.  
 Excluding staff meals being served on inmate trays, serving method is flexible.  
 Inmates must not handle or prepare the staff meals.    
 No weekends or holidays would require staff meals. 
 Weekend and after-hours food plan/services for meals and snack is open for consideration.  

Vending is also open for consideration. 
 Current Correction staff totals are as follows:  

• Days including Officer, Supervisors, Medical, and Chaplain is 72. 
• Nights including Officer, Supervisors, and Medical is 34. 

Current total of 106 work during a typical Monday – Friday week. 

Consideration 2. KITCHEN EQUIPMENT AND/SERVING EQUIPMENT REPLACEMENT 
END OF SPECIFICATION: INMATE KITCHEN/FOOD SERVICE 



https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html












 
REQUIRED PROPOSAL RESPONSE CONTENT 

Title Page   
Show RFP number and title, proposing company name and address, and contact person’s name, email, and 
telephone. 

Table of Contents   
Include a table of contents listing the individual sections of the proposal and corresponding page numbers. 
Tabs should separate each Section. Pages must be numbered. 

Cover Letter   
Must be signed by an authorized representative (individual authorized to bind, negotiate, and answer 
questions for the Proposer).  Cover letter must include the following information: Name of the Proposer, 
Proposer’s organizational company structure. The address of the Proposer’s headquarters, address of any 
local office from which the services will be provided and Federal Tax Identification Number.  Proposer’s 
Qualifications and Experience 
Proposer’s response shall include a detailed summary that includes the following: 

1) Company Profile 
2) Experience 

    Describe service(s) experience and list the following: 
A. All contracts in last 5 years involving minimum ADP of 550 
B. Facility name, address, total dollar value of each contract 
C. Description of the services, ADP, period of performance 
D. Point of contact, telephone, email, and address  

3) Litigation and Settlement History 
The Proposer is required to document their involvement in lawsuits over the past five years to 
include the total number, how many were dismissed, how many were settled and at what cost, 
and how many are still pending. See Appendix J - References. 

4) Current Client References 
The Proposer shall submit references for services that the Proposer has provided under contract 
in the last five years similar to those specified herein, for each service for which a Proposal is 
submitted (references must be provided that are for facilities that had (at the time of your 
service) a rated capacity of 500-1000 beds). Include the facility name, ADP, address, and point 
of contact, title, telephone, and email for each reference. Ensure all references have given 
Proposer permission to be contacted by County staff. See Appendix J - References. 

5) Work Plan  
The Proposer shall submit provide a proposed approach to satisfy the requirements as outlined 
in this RFP.  As part of the work plan, the Proposer should address the following items: 

A. An understanding and acceptance of the RFP Requirements and Specifications. 
B. Exceptions to RFP conditions and/or requirements must be listed and reasons for the 

exceptions clearly defined with possible alternative solutions, if applicable use 
Attachment 1 Exceptions & Deviations to list exceptions. It is intended that any 
resultant contract awarded is expected to contain substantially the same terms and 
conditions set forth in this RFP.  

C. Scope of services, including any optional (as Value-added) offerings. 
D. A transition plan to include start-up time to implement all required services.  
E. Describe any subcontracting activities anticipates to perform required services.   
F. Back up plans 
G. Menus and pricing 

6) Financial Plan 
Proposer must describe how a budget and billing will be handled and the expected terms.   

 

































written agreement between Vendor and Subcontractor/Agent shall include a notification 
requirement by third party to Vendor, Sheriff and County that shall mirror that set forth in Section 
III (A)(6)(i)&(ii) and Section V(c) of this BA Agreement.    
 

III. RESPONSIBLITIES OF THE PARTIES  
 

A. Responsibilities of Vendor. With regard to use and/or disclosure of PHI/PI, Vendor shall: 
  

1. Not use or disclose PHI/PI other than as permitted or required by this BA Agreement, the 
Contract, or as required by law. 
 

2. Use appropriate safeguards to prevent the use or disclosure of PHI/PI other than as provided by 
the Contract, or this BA Agreement, by implementing and adhering to administrative, physical, 
and technical protocols that reasonably protect the confidentiality, integrity and availability of the 
electronic PHI/PI that it creates, maintains, receives, or transmits on behalf of County.  
 

3. Take reasonable steps, including providing adequate training to its employees, to ensure 
compliance with this BA Agreement and to ensure that the actions or omissions of its employees 
or agents do not cause Vendor to breach the terms of this BA Agreement.  
 

4. Comply with the Privacy Rule and the Security Rule with respect to electronic PHI. 
 

5. Document any disclosures of PHI/PI made by it to account for such disclosures and make available 
to County and Sheriff information concerning such disclosures, including, but not limited to: 1) 
the date of disclosure of PHI/PI; 2) the name of the entity or person who received the PHI/PI; 3) 
a brief description of the PHI/PI disclosed; and 4) a brief statement of the purpose of the disclosure 
which includes the basis for such disclosure. Vendor shall furnish to County and Sheriff the 
information contained in this subsection within ten (10) business days of a written request by 
County or Sheriff, to permit County and/or Sheriff to make an accounting of disclosures if so 
required under state or federal law. 
 

6. Give immediate Notice to County and Sheriff concerning: 1) any use or disclosure of PHI/PI not 
provided for by this BA Agreement, or the Contract and 2) any security incident, including breaches 
of unsecured PHI, as required at 45 CFR § 164.410 and breaches of PI, as required by 815 ILCS 
530/10(b).  
 

i) The Notice by Vendor to County and Sheriff shall be made in the manner specified in Section V(c) 
of this BA Agreement, and shall be made within two (2) business days following the first day on 
which such breach or unauthorized disclosure is known to the Vendor, or, in the exercise of 
reasonable diligence, should have been known to Vendor.  
 

ii) The Notice must include, at a minimum: 1) the date or approximate date of the breach or 
unauthorized disclosure and the nature of the breach or unauthorized disclosure and 2) an 
explanation as to what steps, if any, Vendor has taken or plans to take relating to the breach or 
unauthorized disclosure.  
 

7. Vendor shall cooperate with the Sheriff and County in all matters relating to the breach or 
unauthorized disclosure, including, but not limited to, promptly making efforts to ascertain the 
identities of any individuals who have been impacted by the breach or unauthorized disclosure and 



providing the names of such individuals to the Sheriff and County. Vendor shall reimburse County 
for any costs incurred by it in complying with requirements under state or federal law that are 
imposed as a result of a breach or unauthorized disclosure committed by Vendor. 
 

8. In accordance with 45 CFR §§ 164.50e(1)(ii) and 164.308(b)(2), ensure that any subcontractors of 
Vendor agree to the restrictions, conditions and requirements that apply to Vendor with respect to 
PHI; and, as to PI, agree to the restrictions, conditions and requirements that apply to Vendor 
under state or federal law.  
 

9. To the extent Vendor is to carry out one or more of the County’s obligations under Subpart E of 
45 CFR Part 164, comply with the requirements of Subpart E that apply to the County in the 
performance of such obligations. 
 

10. Upon request, provide County with a copy of its most recent independent HIPAA compliance 
report or other mutually agreed upon independent-standards based third party audit report. County 
agrees not to re-disclose Vendor’s audit report, unless required by law to do so. 
 

11. Upon request from the Secretary of the United States Department of Health and Human Services, 
make its internal practices, books and records relating to the use and disclosure of PHI available to 
the Secretary of the United States Department of Health and Human Services for purposes of 
determining compliance with HIPAA. 
 

12. Upon request from the Attorney General of the State of Illinois or any other law enforcement or 
prosecutorial agency, cooperate with any criminal investigation concerning a data security breach 
or unauthorized disclosure of PHI/PI. 
 

13. Comply with the minimum necessary requirements under HIPAA and the Illinois Personal 
Information Protection Act. 
 

B. Responsibilities of County. With regard to the use and/or disclosure of PHI/PI by Vendor, County 
shall: 
 

1. Inform Vendor of changes in, or revocation of, an individual’s permission to use or disclose 
PHI/PI, if such limitation may affect Vendor’s use or disclosure of PHI/PI. 
 

2. Notify Vendor in writing of any restriction on the use or disclosure of PHI that County has agreed 
to or is required to abide by under 45 CFR § 164.522, if such restriction impacts the use or 
disclosure of PHI by Vendor. 
 

3. Refrain from requesting Vendor to use or disclose PHI/PI in any manner that would not be 
permissible under the Privacy and Security Rules or any other state or federal law if done by the 
County. 
 

4. Comply with the minimum necessary requirements under HIPAA and the Illinois Personal 
Information Protection Act. 
 

5. Upon receiving Notice from Vendor under Section III(A)(6)(i)&(ii), make any notifications 
required under 815 ILCS 530/10 within the most expedient time possible thereafter, and without 
undue delay, unless the Sheriff determines that the notification will interfere with a criminal 



investigation: in which case, notification shall be given as soon as the Sheriff determines that 
notification will no longer interfere with the investigation.  
 

C. No Sale of PHI. Vendor shall not directly or indirectly receive remuneration from a third party in 
exchange for PHI/PI.   
 

D. Data ownership. Vendor’s data stewardship does not confer data ownership rights on Vendor with 
respect to any data shared with it under the Contract, including any and all forms thereof. All data 
received from, maintained by, or created on behalf of County that is stored in Vendor's system is 
the exclusive property of County. 
 
 

IV. TERM AND TERMINATION 
 

A. Term. The term of this BA Agreement shall commence on the Effective Date of the Contract and 
continue until the end date of the Contract at which time this BA Agreement shall also terminate. 
In the event the Contract is terminated by the County prior to the Contract’s agreed-upon end 
date, this BA Agreement shall cease as of the termination date of the Contract.  
 

B. Obligations of the Parties Upon Termination of the BA Agreement. The parties shall continue to 
comply with state and federal medical privacy laws in regard to PHI/PI. 
 

V. MISCELLANEOUS 
 

A. Amendments; Waiver. This BA Agreement may not be modified except in writing signed by the 
Parties. A waiver with respect to one event shall not be construed as a bar to or waiver of any 
subsequent events. The Parties will take such action as to amend this BA Agreement from time to 
time as necessary for compliance with the requirements of HIPAA and any other applicable law. 

 
B. Third-Party Beneficiaries. Nothing express or implied in this BA Agreement is intended to confer 

any rights, remedies, obligations, or liabilities to any third party to this BA Agreement. 
 

C. Notices. Any and all notices required under this BA Agreement shall be in writing and made in 
two forms: 1) by written notification via United States Mail, proper postage prepaid, in an envelope 
addressed to the respective addresses given below; and also 2) by emailing written notification to 
the respective email addresses given below. 

If to County, to:     If to Vendor, to: 
[Insert County’s contact info.    [Insert address & email] 
Including address & email contact]     
and 
If to Sheriff, to: 
[Insert Sheriff’s address & email] 
  

D. Counterparts. This BA Agreement may be executed in any number of counterparts, each of which 
shall be deemed an original. 
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